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Module Title: 
Records and Reports he | ' 
Submodule Title: " ; 

Approx. Time: "l 4. Records ig 

bg 2. Reports 

7 hrs. 


Overall Objective: 


Upon ‘completion of this module the learner should be able to develop proper . 


reports pertaining to water and wastewater plant operation. 
j = 


‘ 
{ 


\ 
Instructional Aids: : i. ( 
i al? 
AV (Overhead transparancy) 
#. . : ’ . 3 
Instructional Approach: fs : ‘ 5 
Discussion . : J 
Demonstration ; 
Exercise : 
References: $63 
Operation of Wastewater theatment Plants, a Field Study Training Program, 
Sacramento State College, Chapter 17. : 
ry f 
c 7 f 
Seen n nc EET sas eny Enna saen sansa Tg 


{Class Assignments: 


Develop forms 


* 


-[ Module Ho: : 


~< 


es, 


Instructor Notes: 


ae 


This module is developed to be: 


I. -Records ; Bee 


A. Inportance * | 
B- 5)general _types of records 


II. Evaluation — 


A. A lecture/discussion 
course — 


B. A practical workshop in 
developing forms to aid 
in record keeping. 


am 
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Module: Title: - 
‘Records and Reports 


Module Ho: 


Submodule Title: 
- Records © 


Approx. Time: 


Topic: 


— & hrs. _ | Record Keeping - = 
. Objectives: = = - Ey ong oe —— 
Boge ee Upon completion of. this module the learner should be able ‘to: 


1. Explain the importance of and need for proper record keeping. 
2. Describe the five (5) general types of records - operational and performance 
* records, descriptive and inventory records of the physical plant, and stock 
maintenance records, financial! or cost records and personnel records. 


~~ 


Instructional Aids: 


( 
2 AV (Overhead transparancy) | 


, 
ge Inétructional Approach: : 


Discussion 
Demonstration —. : 
Exercise - ; % 


vale 
x 


References: 


Operation of Wastewater Treatment Plants, a Field Study Training Picogini; 
Sacramento State College, Chapter 17. ; 


Class Assignments: ° 2 


Develop forms | 


* Topic: *s 
Record Keeping 


Instructar Notes: 


Discuss the purpose and inportance in keeping and 
maintaining records to operate the plant rae 


“Discuss the type of ‘records 


Monthly reports As Plant ‘operation 


a. Graphs . Maintenance‘. 


. Equipment lubrication chart] 3. Plant modification 


a. Equipment lubri cation. ‘ et 

record ~ \ . 
. Specific parameters 
b. Pump maintenance recordy =" So 
Inventory | 
Accident report = ; 
. L. Personnel \ ; 

Lab record 7 

5 Develop a form to Toyettan bulk chemicals used, in: 

Plant supervisor forms. © . | .plant operation. °° — 


- 


"TInstructional Approach: 


Module No: 


be 
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Module Title: . . 
Records ; ; 


Submodule Title: » < 
Reports 


(4 


Approx. Time: 


Hh : Topic: 


3 hours Writing a Report 
Objectives: 


gin 


Upon completion of this module the learner should be able to write an effective 
«report pertaining to individual or corporate subjects in water and wastewater | 
plant operation. 


4 


a. - Daily log | bs es ee : ie 
b. Report to supervisors (plant and superiwtendents, mayors and council). 


¢ " | 


ai structional Aids: ¢ 


AV (Overhead transparancy) 


74 


- Discussion 
Demonstration e4 
Exercise 


References: 


Operation of Wastewater Treatment Plants, a Field Study Training Program, 
Sacramento State ee Chapter 17. 


| 
S 


Class Assignments: 


- 


Write a report to the mayor | : 


Module Wo: Topic: 
. Writing a Report 


: J} 1. Show a memo \ 1. D 
: a ae 
X 2. Show a report, 


Cc. 


Instructor Notes: - Instructor Outi ine: 


‘ 


Reports should be: 
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( 
iscuss the a li and. principles of rédort 
riting. ; 


Objective — 
Presentation in logical manner’ .- x 


Use of simple languag 


Use of facts 


Brief repo 


Concise 
“Clear 
Complete - 


Candor 


Aid the learner in writing a monthly réport to 


the Mayor/Counci] ae 


# 
. 


| . 


I. Records 


A. Introduction- 


of B. Importance 


1. 


2. 


3. Plant modification 


"Plant operation 


a. Provides efficiency of plant operation ‘ A 


_b. Indicates possible future problems 


Maintenance 
a. Type and frequency 
b. Evaluation of effectiveness of maintenance_ programs 
Sie 
a. Records of any ‘changes in operation arid facilities | 
b. Records of suggested changes in operation and facilities 


A 4. Accidents 


\- 


5. 


a. . Records of accidents caused by plant personnel 


. b. Record of accidents caused by public 


c. Record of damages to plant facilities * 


.» i 
Specific parameter 


Qe Test performed 


b. Permit conditions 


C. Type of records x 


ie 


Size. of plant dictates complexity of records 

ne Graphs , 

b. Monthly forms 

Public - City Council - Mayor. Water management or personnel 
dictate complexity of records . 


9 


3. Operation records 
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Datly records of flw |) {| ? 
Record of lab’tests | 
Amount of electricity sed 


_ Amount of chemicals used 


Pertinent informati on, 


Significant events I | ; . 
1. ‘Volume of by- passes | " 


Damage to facilit es | 


2 
i Severe storms 
4 


: Comp latnts | | 


t ' ro 


“\d Inventory of ‘physical plant and stock - bat % 


a. 
2 


\ 


5. Financial records 


a. 
b. 


C. 


"As built" plans of the facilities ; s ¢ 
Plans of modi fi cation ‘o the plant facilities re, OF if 


Operating i nstructions 


(of plant equipment. 
Identification sai for major plant equipment Sy 

List of tools, materials,- chemicals lab reagent and supplies 
and office supplies ‘| 
Personnel budget | iii. ° 

Cost of electrici ty Re 

Cost of chemi cals . a 

Cost of maintenance of ‘equiprent 

Cost of injuries 


Cost of replacement of equipment 


10 


g. Revenue generated: 
“3, . “h.> Total cost ‘of operating facility ee 
i. Net profit or loss of operating facility 


6. ‘Personnel 


& \ 


a. Employee records 
' By Employee annual rating . es ] 
c. Pertinent {nformation rotated to personnel progress, 
education, injuries awards and promotions. . 
D. Frequency of records . | 
1. Daily records | 
a. Log “ae “ses t an | 
b. Lab results . . ; 
C. Operating acti vities | ; | | 
2. Monthly records | | 
a. State monthly “moni to ing report ~*~ 
ses : ‘Db. Monthly report to ie management level 
w MOE | Record of public. notification PL 93-523 
4. Record of quarterly report -EPA Form 3320-1 : 
5. Record of yearly report 
i Evaluation of records : E 
1. Graphs , 
2. ‘Use of obtained information e 
II. Reports | am 
A. Importance -- A proper form of contunicatton 
B. Principles of report writing 


i] 


> 
- 
. 
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1. Objective . §¥ 
2. Presentation in logi cal manner 
3. Use of language should be simple So as to be understood 
4. Use facts and figures aa = er sd  @ 
5. Brief’ report a 
; ¢. Mechanics of report writing 
? 1. List ideas and topics one plans to cover ina report « 
2. Arrange in a logical orden. a 
3. Gather supporting materi al 
a. Dai ly, imnthty reports 
b. Personnel records * 
: 4. Write rough draft | 
i 5. Review draft 
6. Check report for overall. effectiveness 
. a. Concise 
b. Clear? - 
¢ z - “¢. Complete ‘ an 
| ) d. Candor 


7:00 a.m. _ 


” 7:15 a.m. 


| 10:00. a.m. 


11:30 a.m. 
P1245 pom 


F 2:30/p.m. va 


Thursday, August 4, 1977 0. - Pe 
ob: ‘Clempe, Superintendent. 


Maintenance. : 
* station warm and not punping. 
" clogged, 


| Cleared skimmer trough sie chtérine Hines 


cleaned and reinstalled. 
completed dai ly Tubri cation and clean up routine. 


‘Recei ved Seal for efflusnt pump 22. 


* 


oy 


~ a . j * . 
Typical Dal ly Treatment Plant Log Entry 
‘Smal Activated Sludge Plant . a 


* is 4 


* a 
F. ‘Smykes, Operator-Chemist. .L. Jerkins, 
Found ‘skimmer trough 
Pump fin lift 


Collected flo ow data; a ant checked out. 


clogged. with grease and floatin ng solids. 
Lr ae 
chlori nator! injecter. line 


Turnéd pump #1 off. Revi ewed Jog entry for . - 


ee 


Nednesday Ba - ' 6 Hig SQ 


 * 


Cleaned bar screen 


: and grit chinbey Bt oi ‘2 : 
co al clogged with bed sheet. 


“Pump was pulled, impeller 


Put: #1 back in service. - 


Pa 


“Smykes com leted daily saitp ling and began analysis. Jerkins 


Coffee" 
break. oh i des +4 
Invot ce #5086 fron 


Sent. sriykes to adjust. air 5 cfn and 


McFern Manufacturi ng Co. 
Revi ewed lab data, 


begin westing solids to the dt gester. 


) : eo, : ; : ’ ve 
Assisted by Jerkins effluent.pump #2 was reassembled and put. 


back into service. 1200 gal. of sludge wasted to digester. 


; , a 
. * et} 


ip ere : 7 + Pee 7024p Page 13 of 24. 
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* 2345 p.m. Heavy rain began. Misited by Mayor concerning odor compat nts \ 


Explained. that ‘recent, high flows have covered excessive 


hydraulic Toads ve ch have washed soli ds to the polishing 


: % ponds caus' ng putri. fication in Tagoon. Stressed necessity . 
to stop ‘up 1/I study. ~ w , + 
3:15 p:m. Found chlorine injection ji ne ‘clogged ‘again. ‘Automatic — 
r a valve partly open. Wil] repair tomorrow. i ss : 6 


~ 3:30 p.m. . Notified Smykes to begin monthly industrial: mont toring progran 
on Monday, August 8. 
4:00 p.m. Final plant checkout completed. ” Rained 2. 5" ‘and still falling. 
. Flow increasing rapidly. Agreed that Jerkins would work. on 


extra shift’ If trouble occurred to contact me at home. Bar 


e~ a ‘Screen and ortt chamber cleared eu Yo. pee problems — 
: r 1A | through the ities v. 
= D. Clampe, Supt. 
dere ts 1% 
NU 
; ®. 
ma + af : 
ee i ' . 7 
ie fr f 
= i: . Feige: 
Pe ‘_ a a Zz 5 a 
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1001 / ON WHO34 10: 
33 1N3N1333 


SCHRESHUEHUSHRUGERASEROREERICCS 


a 


co.geeres 7: 


, 


PACIRITY NUMBER 


_f 


TITLE 
c 


~ avasset 
41N3N1433 WNIJ 


morse ELT TT EET PETT TTT ed ae 

AN3ZNTINI ‘ 

41N3N1333 

sTwNid 

46301533 ; 

y3LtI3 

ame LET PE 
fee TTT 


AvO/S81 
1N3A433 TN 


SIGNATURE OF EXECUTIVE OFFICER OR AGENT 
FORM WOMD-VI TRICKLING FILTER 


FACILITY MAME = 


* DISCHARGE SERIAL NUMBER —— 


| SOLOS" ail A, [AMMONIA NITROGEN 


[ 76324] 


tas/oay [78024] 
Les/oay [74024] 


Les spay fyo424) 


ORGANISMS/100 ML 


MGA 
MG/L 
MG/L 


\ 


_ OPERATION PERMIT SYSTEM 
MONTHLY MONITORING REPORT 


ava/S81 
4N3N1333 TWNI3 


. 


MONTH 


800 (5 DAY 20°C) SUSPENDED SOLIDS, 


AMMONIA NITROGEN 


SUSPENDED SOLIDS. 
FECAL COLIFORM 
@ 


“EPFLUENT 24 HOUR SAMPLE COLLECTION [001] 
BOD, 


\ 


rie TEEPE EEE 
TUTTE TT TT ea? 
JHNIWA IwSO0dS10 
2 $0170S 
JTAVIOA 
size TLE AU EL 


LBs/pay [70424] 


LBS /DAY [ 74024] 
MILLION GALLONS /DAY [74324] 


MG/L * 
MG/L 


Q49 $.001 
a3dWNnd are 


, 


———"war ——_L88/pay [76024] 


fort fooof tf 1 | 1 txt 1 {eco]ecooco} | Joor]oo Jocoloooff Joos [oor 


INFLUENT 24 HOUR SAMPLE COLLECTION [000) 


cf 

ARROERURGE 
UTR TT TTT Pe dees 
TTT eT deg 


ee 
Pit telat ttt lela 


bat lelelsiclsisialalaiats| 


45. 


S anenie 
WO1LV1L 101930 
ae Oe 


fl el I We Wie Be 


‘Lcenenar | raw stuoce | a 


* 


WATER QUALITY MANAGEMENT DIVISION - 


AMMONIA NITROGEN 


B00, 
FLOW 


- $USPENDED SOLIDS 


ree ES 
MOTs Wil a 
3 


DEPARTMENT OF ENVIRONMENTAL QUALITY 


STATE OF IOWA’ 


amet . % : bs : 15 


‘ PLANT SUPERVISOR FORM 
_ Xs Excellent - ; 
 G = Good mo i if, re BS ae 
: AVE = Average ’ 

P = Poor’ \ ‘ | re te | . Bg | | 5 


UN = Unacceptable - 
, ‘ 7 Ya” 48 ‘$ be = 


Name :. . ; Date 


z 
Se 


. General . attitude. 
“Natural ability in, field of training 


a 


e ° 


Anount of effort put forth 
Progress being made. 

Cooperation wi th instructor 
Quality sof work done. | ; 


Efficiency in use of time. i. 
Relationship with others in class. 


. 
x 


5 
SPN FO fv ow 


- #illingness to accept instruction. 
10. Ability to accept responsibility. ©. 
MM. Acceptance of constructive criticism. 


12. Rating as prospective employee in this 
area of study - 


_ 13°: Punctuality. 
ua. Care and use of equi pment he 
15. Leadership ability 


ea 16. Awareness and use of safety procedures 


_ Please make other comments pertinent to this. individual for placement purposes. . 
“GENERAL COMMENTS: =. Ba Sy, a eBay uo 


SIGNATURE __- Pe 


6 
i) 


" 
mae tee ine ei —_——— -—-- ee ee ee ene ane ne oS See —- oe 


sae 
| ; 
' 


a SESEAEARINDOINDHGSEEET SHE! =2<2 
oTEPEEETECTPELTTT TT PEE EEEEEERL 
 TFEPEPEERELT EPEC CEE EE EEEEEHL © 
- abeaeHaaA PEPEEEEEECEEREEEL 
~ CHPTTEREHTT EP 

THEE bed tase oa 
TTITERVECEEPCELTT EE EEET EEE EEEER 
© SINECPECET CELE F EFEEEELET EEF, 


ws 


I HIPELEEtE ; E 
eee ESEA CEE 
; HATE HBHEUBEEEEs EEE 
zz TEEEEE a ar 


‘KO 


? 
ie = 

| 6 

eee ie 10, 

Be Goa aeel 
PP EER EERIE 

2S 0 


» 2 4 4 & 647 8 9 19 92 17, 13 16 tS 25 37 8 Pe 2h 22 2 ek 6 at 2B 28 37) Sl 


Cr 


. . , Morth_____ 18 a es 


“\ 


ST ttaeticona Write date serviced in each square 


anticipated schedule and check (vy) when comp 


- a | ‘EQUIPMENT 
; . LUBRICATION RECORD 
eee ae PILOT WASTEWATER TREATMENT PLANT 


) 
| Protected Water Piss 


Manual Studge Pump 


Sludge Recirculation _— 
Distributor Drive 


| 7 , | 
~ IDENTIFICATION Raw Sewage Pump -* 0 
re 4 : ; 2 Pumps 
a PILOT WASTEWATER TREATMENT PLANT 
| an ae 
PUMP. SPECIFICATIONS AND MAINTENANCE RECORD 
| MANUFACTURER BerkeLey. Pump Co. oo REPAIR PARTS ADDRESS: P, 0, Box 7: 
v4 F Station A; 
. : Berkeley,\ California 
° ‘ ‘g : a ‘\ t rs 
. aoe | SPECIFICATIONS ~ , nw ae es: 
WedeR Wor_3 TS 10 | a TE a 
, Impetter No: - [Packing Size: | Cs Numben of Rings 
"“Shage Dlmetou in| Lubrication: = | Quantity, Lubricants 
Intake DiameterA 2 in.| Discharge Diameter: 2 in| Speed: 1750 | — = R.P.M. 
_ Normal Pumping: Head: 30' ' » &t.| Motor: ReLiance 1.5 HP Rated Outy @ 30' Head 40 GPM 
= % | ie "MAINTENANCE RECORD - a dT. 


. 


/( 8 
EQUIPMENT LUBRICATION CHART 9 . .* 
Sa ere ee GE eed ote it ; 
‘[conminuter Drive CT CT | | CL Ct | 
——— [ Rawige Pump No 1 St xt | TT 
, ; CT A RINNE A 3 EC | : 
por} Sludge Collector Drive P. Set. Tank ||| |---| xe] — 
| [Sludge Coltecton P. Sett. Tank ss > Sst i | | | xt | | | | bc. Graphited Pressure Gun, Grease, 
_ [Trécheing Fitter Distributor | «| «| dT sx] [xf [| | (Cmte : 
| Settled Sewage Pump No..T - | | | | x] | | | OSE. 30H 
) Settled Sewage Pump No.2  —» ~—S | | | | xl | IL-1 | de, Ateméte High Pressure Grease rn 
— [Reetncukation Pump Noo 1 | sxe] | | | Ld le ain comprosdon Ode above 30° F. 
: pr 
Recdatation mp Wo. fT Teel || slant 
Studge Cobteoton Final sett. Tank | | [| | [|] Je] |e chevnon ser wist # 2 
[Sludge CoLlecton Drive Final Sett. Tank  —s ||| | | | {| | |x| | | 
Manual Studge Pump > Ss —i‘;CéS*dLSsS:CsT;sCi|sC*dLT«C*dLs*dL|«CdT Ws] Lunbnéptate No, 3 
~ |BLower No. 1 (Gardner-Denver) BER IAA: 


< 
=z 
° 
SS 
= 
° 
“nn 
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wv 
z|* 
a 
= |§|. 
&|§ 
uv 
g|. 
ia 
ia 
ca 
Ei 
i a 
ao 
Be 
ae 
ia 
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| CECE RTA! tater tubrioated 
& ake . »¥ « 


|_| Electric Motons not Included in this 


ECE CLT fetecen 
ee es ee ee 


! 20 
ee PERSONAL INJURY REPORT ’ 
: . STUDENT AFFAIRS OFFICE 
; KIRKWOOD COMMUNITY @BLLEGE fo ee 
"* Injury on TLtness 
Nam& Telephone = 
Local Address Rae: 
Personal Physician 
Circumstances: i 
; Location * ; : 
" Date ‘ Time . 
Chass/Tnstructon (if: applicable) . : 
Brief Description: 
Witnesses: — 
4 
i mo ‘ 
Treatment Given/Action Taken: pe ee 
‘ 
, ‘newnnen woe nn Beg nnn nnn nnn nna enn nn nn patna cnn nn nnn nnn nnn nnn ene n enn n anna renee 
| 
Signature: Fon Office.Use Only. . . 
Date Reported: | Action Tak cas 
tf : i. 
. i ; Fees f 
’ ' 
' ‘ 
et Sag 
" ’ ‘ a\ ° 
' ¥ ; * ? ' 
oi \ 25 x \ 7 


< ; Aner 7 | : a , | 
| Ae EFFLUENT LIMITATIONS AND MONITORING eioen ‘ INTERIM Sere No. 140022012 w : 
© . 1. During the period beginning on the. effective date and lasting through Dacebbar 1s aT permittee 13 pil 
a» authorized ‘to discharge from outfall, Serial Number 90 2. 
cet . “Such discharges shall be limited and moni tored by the permittee as “speci fled: ae 
_ " ; 2 . z Mi nimu 
a er baste ee Effluent. Limt tations, | Monitoring Requi rements . 
ca cee ; : kg/day (lbs/day) other uni fe (Specify. Se Sample Sample; ~~ 
| * “Wastewater Parameter Daily. Ave. ' Max. ~~. Daily Ave. Max. Frequency Type Location* 
“steBiochemicaY Oxygen 109 (241) === —=—«126 (288) 148 mg/ co ee eee oe ae 7 
> Demand (5-day) _ ee quarterly _. composite '. 1 
ee shee ame eee eke monthly grab’ 
bee *#*Suspended Solids 71 (158) ‘90 (293). 95 ng/ 120 mg/l ~ monthly : compos te 42% 7 
lo PAARLOW = mB fday (MGD) © ece= nee * 787-(.2)"  te92 (.5) daily ee Smee 
"  y #86.5+9.0 és ge ge - (not to be averaged)’ — of ‘ daily “grab Se 
, — : : # : ot ; eae t yf jis ts Ae 
. A Temperature - C° or FO --=- a, .% wens (fee eee catty” | grab. 12 
Bes : : Relative Stability. | wine : a “ apa bene mee _ daily eo grab . + 2 
oe * . ‘There s The be no discharge. of floating or settleable substances An tae than trace amounts. ile 
He #Samples taken in compliance with the mon: aring requirements ‘eect fied above. shall be taken at the following «| 
ree locations: ’ raw sewage influent to sewag treatment Paths: A2). pee treated effiuent from spiragester, 
. a Final effluent from new facility. = 
ie “weSample submi ttec for the Effluent Quality / alysis ‘Program, a ennducted: in accordance with: p Captian 1 of! 
i the Rules of the Lowa Department of Environmental Quality: (1973 I.D.R.) ie 
si ; / 
eo “only these moni to ig data’ shall be suny rized and : reported to the Environnental Protection Agency. 


. / 
\ if F ts 
"#4, 5 
ny he “ 


i . / 
ior rind tihett one wap ceem siete att lteter Stalk Sasmseesniniaeia Mahdiaiaceabcmeatadantoainnenk ok enamine eamananmememrcmmee eacmemane ‘ 


1 : 4, 
26 . ’ So De og 
. . bi ao _ 


Module Title: 
*%\ 


: Records and Reports~ “> = tin? J oy 
Submodule Title: ‘ a. 
aN - ‘ 
? ‘ : 
e , z Ra . os ! 
EVALUATION : | ah ! 
1 [eByectivess ca ge he ee he 


1. }he learner will demonstrate the abili ty to determine covrectly the & ans ers: < 


o 8 out of 10 ques tions related to records and report writing. 


. The learner wi N write a one page report. on his/her activities performec asa. 
water or mastenatar plant personnel. . ; 
-€ 


3) ie ‘ ¢ 
Circle the — answer | ave ae ’ | 
1. ae To justify the salary of a Superintendgnt a ‘ on . ve 
be. To provide essential information in operating a plant : S 6 
“¢. Awaste of.time sincé-no one uses them eg | 
d. Needed by the State amd Federa} governinent in order to enforce the aws oe: 
2, Personnel should keep, records of ~ 
a. Operation 
b. Inventory 


c. :Maintenance ; “ 


t 


samnenn dA OF the ab OVO 


3. Daily records should’be kept by 


wees oe | = ae—Management, | : a vinta = oe 
- b.. Operators: .  % dg ; ; ‘ ] 
J i ae : 2 ie) Fr 
“¢. Lab technicians - Bie i ok 
_ d.. All of the above | 


es "Reports should be written by ust ng sos records 
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5. A visual way of presenti ng records is best done using.a graph. 
| a. Tgue | _ - | | 
b. “False . oe i | hy ee nt ok = , 
6. Ci ele the best. eae or answers « pee should be: . | = 
. a.wiConcise . . 
b. Clear a ‘ 4 ; ay | 
| c. Complete: ; . a: 
3 d. Candor . Se 7. nar oa 
7. Brief reports indi cate . ee ae | 


a. Lack of education os eo 


b. Proper writing technique — c a en 


). 
'e Unprepared author” are 4 a, # Me | 
d. Memos and not records; Cog ae ok = 
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8. Accidents shoutd never be recorded. - iematier records tend to sgn 
> a. True ; ‘ —e ee ee a *; 3 


b. False .° + ° | Zz ey 


pnt -9.~Records-from ‘lab- tests-need only: beapnitid to State: “and. Federal 
ak authorities. : ; 
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‘10. Records should never be made available * the sales Ss 
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- Write. a/one page report of duties’ performed yesterday. a a ‘ 
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Topic: = 
EVALUATION 
: Give evaluation questions 
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10. _ 
The report should Be: . 
Concise Ms an 
Clear <— 
Complete 
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